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1.GENERAL

This regulation implements the basic policies and rgsponsib'ilitiés
25X1 ~ of R |:|as they apply to administering a continuing Agency-wide
‘ program providing for standardization of filing system,s filing |

equipment, filing supplies, and procedures for the maintenance of

files,

2. BSCOPE

22
blished as standard under Paragraph & and 8’ ”n acquired transferred

This regulation applies to all file equlpment }’,}1 ppligs, esta-
“} &

or released through Headquarters for domestic and overseas installa-
tions,

3. OBJECTTVEY

The objectlveﬁ of the Eles gtandardsa‘ogram are to provide for the
most efficient and economical maintenance and use of Agency record

accumula tions.

«-/L( POLICIES
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The Agency File Standard<Program willtbe administered on a decentral-
1W6d by the following policies:
./~ STEM S

A1) Similar records shall be maintsined under uniform file systems
and procedures adapted to the individual programs and types of
material,

A File stations shall be realistically located so as to ensure
adequate reference service,

#3| Related papers shall be maintained with XmxRitimgxa® official
record copies of documents and filed by a system and at a file
location that will assure proper documentation of the organization,
functiong polic;'r%g proc,"duretr and essential transactions of the Agency.

n(‘*) Establishment of duplicate files shall be avoided,

uipment and supplies shall be standardized to the extent

e,
tha ch standardization effects economy and efficiency in filing
opgrations, . N T M‘},\
% p ' i L."W-“—*u ‘E A/f ) /
»5, \{‘ \i\&uip éﬁt\an/d suppli’es in exces5 of needs shalLMromptiy

Eefl;eased.
/ 'f/? RESPONSIBILITIES
a. The Chief of Management Staff is responsible.for.directing—snd

v

coordifiating the program by providing-basic—plens; polieies,

-procedures and staff guidaiice for- the"-'-mmw

to..the records of the Agency,

&
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? b, The Deputy Directors (Intelligence), (Plans), (Support) or their

; designees are responsible for applying the file standards esta-
blished by this regulation, ; , ﬂv(_

-¢o The Director O££fiTp of Loglsﬁ.cis is responsible fo Wt
and issuance of filing equipment and supplies, estabITIETas-
Shanderdd undes-Parasrephs-T-amd-9; in accordance with the re-
quirements of this regulatiou, ﬂﬂ;

e

6. PROCEDURES b g JRt
T At
The--stendapdirztionof E:Lle equipment and supplieg; :‘}:by the size of

2

document concerned, The requisitioning of file i‘oiders, g'uides a.nd \
e Lot e ¥ i
c*;fib:‘ine’csf)z in s:.zesxfor which no standards are established by this ,
/ ..... ™ 22 ﬁzr-; P N .

regulation, will be in accordance with s,tandard operatlng procedures. t

The procedure for obtaining items for whlch standards have been esta-
bhshed in Paragraphs 7 and 9 is as follows: 7 / 40 5. e
o f Standar-d jLegal and Yett erjize E.le ﬁ)lders and@ﬂdes vl Avaa_lable

\ ot AR RN

fmm Bullding Supply Officers without requisitions, ZIxception -

a requisition with the following certification is requireci for
the issuance of heavy duty folders listed as item f. in Paragraph
9.

"These folders are needed because the frequent reference

requirements of the file would necessitate replacement of

the standard 11 point folders during the active life of

the records."

Signed

Area Records Officer
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e A AT

Forward requisitions to the G&Eef of Logls‘olcs, thru the Chief

of Management Staff, accompanied by a memorandum of justification
explaining' the efficiency or economies to be gained by using the
nonstandard items,

c. Letter ang, ﬂ,ggal ize ﬂﬁ._;l.eﬁ;abinets - Forward requisitions to

Foa Fut i o

the Gh-rei‘ of logistics bearing the following certification:

"This certifies that this office has complied with the
utilization provisions of Agency Regulation , paragraph
t

Signed

Area Records Oificer.

7. FILE EQUIPMENT STANDARDS |

_I:_eij’qﬁer and Egalélze Eile Gablnets,l 1 2

a. Cabinets without locks - Procurement is restricted toia%’g;&aﬁf
five drawer legal or letter size cabinets.equipped with guide
rods,

b. Caoinets with combination locks - Procurement is limited to two
and four drawer cabinets, legal or letier size with guide rods

and of a standard type to meet the security requirements of the

Agency.

8, UTILIZATION STANDARDS FOR FILING EQUIPMENT

obtained by:

a, Transfer o\f; inactive records to the Agency Records Center,
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b,

Ce

Ce

o

9.

ac O ol Lber

?:;z:strof records in accordance withlschedu:es~whiUhWhavembeen TR g
ée&ié§§§&§§ the Records Management'Division, Management Staff,
Remov‘gagékéffice supplies, and other nonrecord materisl frém
filing éabinets.
Useygﬁlletter size cabinets when less than 20% of the material
to be filed is of legal size.
O LE G
Centralizﬁ%iﬂnwsf@files in vaiilt areas, where feasible, to permit
use of 'g:ﬁijé;wim.
Use:;f cabinets without lock for umeclassified records.

NNON S4FL T)/faff
FILE SUPPLY STANDARDS

Folders and guldes - The items listed below have been established as

standards for general sgency use, Nonstandard items may be requisi-

tioned for special use, however, such requisitlons must be accompanied

by a written justification.

=7

Ttem Stock No.

Card, gulde, file, pressboard, angular metal
tab, 1/3 cut with lower projection:

(1) 1st position, legal 7530-005=-4420
(2) 2nd position, legal 7530-005-4441
(3) 3rd position, legal 7530-005-4442
(4) 1st position, letter 7530-005-4433
(5) 2nd position, letter 7530-005-4434
(6) 3rd position, letter 7530~005-4435
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b, Insert, metal tab for 1/3 cut guide: aards 7510-005-4443

Ce

€.

fe

Folder, file, kraft, square cut, Plain tab,
reinforced, 11 point:

(1) Legel-size 7510=005-4436
(2) Letter-size 7510-005=4437

Folder, file, kraft, square cut, plain tab
reinforced, 11 point, with fasteners in lst

position:
(1) Legal-gize 7510=005=4438
(2) ILetter-size 7510-005=4439

Folder, file, kraft, square cut, plain tab
reinforced, 11 point, with fasteners in lst
end 3rd positions:

(1) Legal-size 7510-005=4920
(2) Letter-size 7510=005-4921

Folder, file, pressboard, legal metal tab
1/3 cut, slot punched in lst and 3rd
positions, linen "W" type expsnsion gusset-
(Requisition requiredkscs # <a)

(1) 1st position 7510-005-1020
(2) 2nd position 7510-005-1021
(3) 32d position 7610-005-1019
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